TIPS FOR CONDUCTING EFFECTIVE MEETINGS



Getting Ready:  Tips for Planning a Meeting

��A successful meeting can be an effective and efficient means for exchanging information, solving problems, and building a team.  Use the following guidelines as a checklist when planning and conducting a meeting.

��Set Meeting Goals.



Decide the Meeting Type.

Informational/briefing

Planning/problem solving

Team building/stress relief/morale boosting

��Decide Who Should Come to Informational Meetings.

Include all who need to know.



Choose People for Problem-Solving Meetings Who:

Know the subject area.

Are committed to or have authority to solve the problem.

Have time to participate.

Have different experiences and viewpoints.

Are open-minded.

��Include All Involved Staff in Team-Building Meetings.

��Develop an Agenda.

Discuss suggested items to be covered.

Ask for and add suggested agenda items as appropriate.

Write the agenda, listing items and including start and end times.

Send the agenda to participants.

Send information copies of the agenda as needed, marking nonparticipants as having received copies.

��Take Care of the Logistics.

Reserve or arrange for a place to meet.

List the expected participants.

Get telephone numbers and make arrangements to connect teleconferences.

Get materials and supplies such as chart paper and copies of reports.

Arrange for transportation, parking, and security measures as needed.

Make sure someone is designated to take notes if you need a meeting report or record.
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Meeting Basics:  Tips for Conducting a Meeting

��Arrange the Meeting Space To Maintain Eye Contact.

Have participants face the front for an informational meeting.

Have participants face one another for problem solving or team building.

��Introduce Attendees Not Known by All.

Have the participants introduce themselves.

Describe roles, positions, and experience as needed.

Use icebreaker activities if appropriate.

��Set Ground Rules.

Explain the meeting purpose and degree of structure.

Provide rules for informational meetings.

List group suggestions for problem-solving and team-building meetings.

��Keep the Meeting Moving.

Keep the discussion on the topic.

Decide who or what must solve fundamental disagreements and move on.

Watch the time.

��Focus the Process.

Be prepared to record, display, and analyze data.

Compare, contrast, and summarize viewpoints periodically.

List alternative actions or recommendations and group decisions.

Write an action plan that includes responsibilities and deadlines.

��Get Participation in Problem-Solving and Team-Building Meetings.

Encourage all attendees to contribute information and opinions.

Keep the most vocal members from dominating the discussion.

Stay neutral, and respect all views expressed.

Look for signs of dissatisfaction with the meeting procedures.

Suggest new procedures as needed.
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Handling Difficult People:  Tips for Dealing With Difficult People

��How should you handle a person who dominates the meeting?��

Direct questions to the other participants.

Have everyone contribute one idea in turn to the subject.

Interrupt, ask the person to summarize quickly, and ask others to add ideas.

Thank the person for the ideas, and call for others to contribute.����What should you do about someone who wants to argue?��

Some people argue viewpoints rationally.  Others enjoy the process of arguing and do not contribute to the meeting progress or objectives.  When dealing with the chronic arguer:



Stay calm; lower your voice for greater control and to reduce negative emotions.

Use questions to draw out unreasonable or foolish statements from the arguer.

Ask the group for their opinions of unreasonable statements.

Tell the arguer that time is limited and we need to move on, and ask someone else a question.����How can you stop side conversations?



Some side conversations will usually take place, especially in larger meetings.  You probably can allow a few brief conversations, but stop prolonged side conversations by the following means:



Make sure the meeting ground rules include a ban on side conversations.

Refer to the ground rules when side conversations erupt.

Stop the meeting and ask the talkers to share their comments with the group.

Be quiet and make eye contact with the offenders.����What can you do to deal with people who are skeptical or cynical?



Prior meetings may have been management briefings where opinions were not really welcomed.  Personal antagonism among group members may lead to derogatory comments. 



Clarify the meeting purpose.

Make clear in the ground rules that all ideas will be respected.

Make the skeptical person feel that there is real interest in his or her contributions.���TIPS FOR CONDUCTING EFFECTIVE MEETINGS



Handling Difficult Situations:  Tips for Dealing With Difficult Situations

��How can you hold the interest of the group?



Get everyone’s attention with your opening statement.

Use visual aids during the discussion.

Provide case study analyses or other activities, if appropriate.

Watch for signs of boredom, disagreement, confusion, or fatigue.

Ask questions to identify problems.

Change your approach to address problems.

Speak louder, in a more commanding tone, and with more emphasis.

��What can you do to keep up with a fast-moving discussion?



Boil down statements into phrases that can be recorded quickly.

Ignore statements that bring up side issues.

Ask direct questions to capture all information rising from the discussion.

��How should you handle touchy subjects?



Be ready for sensitive subjects to come up.

Remind the group of the meeting objectives if a subject is not relevant to the meeting.

Remain neutral if the subject is relevant to the meeting.

Do not promise management action, but tell the group their findings will be reported.
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Encouraging Discussion:  Tips for Stimulating Discussion

��If you are holding a problem-solving or team-building meeting, good discussion is crucial to the meeting outcome.  A good discussion depends on full participation by the people at the meeting.  People need to feel that their ideas and opinions are welcome to allow a free exchange of ideas.

��Ask Questions:



Ask for feelings and opinions.

Paraphrase what people are saying.

Address quiet people with direct questions.

��Confront Problems:



Stop the discussion and ask the group for feedback.

Question assumptions.

Confront differences.

��Clarify the Issues:



Ask for a summary.

Ask for clarification.

Ask for examples.

��Clarify the Process:



Test for consensus.

Do a quick survey.

Suggest a procedure such as ranking items in importance.

Ask what steps the group should take.

��Explore Different Aspects:



Ask the group to assume another viewpoint.

Ask the group to predict what will happen in the future.��
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